UNIVERSITY OF MARYLAND

COLLEGE PARK

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.: 1830

Page 1 of 3

Agency: University of Maryland

Division/Unit: School of Architecture

A. Timekeeping Records - individual sheets approved by the
"~ supervisor which show leave taken and hours worked for if
and when, contractual, classified, associate staff, and
administrative employees.

B. Faculty Time Reports - monthly reports showing days
worked and leave taken by faculty members.

C. Student Timekeeping Records - individual records approved
by the supervisor which show hours worked by student
employees.

D. Employee Leave Balances - leave balances for faculty
members and if and when, contractual, classified, associate
staff, and administrative employees.

College Park
Item No. Description Retention
1 General Files
Alpha, Subject, Administrative, and Chronological Screen annually and destroy that material for
Correspondence containing internal and external, original which no further reference is required.
incoming and copies of outgoing correspondence (including Remaining material having continuing
student-related correspondence), statistical reports, administrative or legal value related to the
accreditation reports, memoranda, minuytes of meetings, and development of the School of Architecture to
special project files. be kept in paper by the School of Architecture
for 25 years, then destroyed. Material
deemed to have historical value to be sent to
University Archives in McKeldin Library for
permanent retention.
2 Human Resource Records

Retain for three years and until audit
requirements are met, then destroy.

Retain individual monthly reports for five (5)
years, and until audit requirements are met,
then destroy. Retain summary records of
monthly time reports until the faculty member
leaves employment. Then destroy.

Retain for three (3) years and until audit
requirements are met. Then destroy.

Retain final leave balance for three (3) years
after termination of employment. **During the
time the employee is active, ongoing balances
must be kept for three (3) years for audit
purposes. Then destroy.
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requisitions, invoices, packing slips).

Accounting Records - Honoraria payments, special payments,
financial reports, budget items including amendments, and
revolving fund requests.

Faculty Evaluations - surveys to students to evaluate teaching
of faculty members.

Course Final Exams - copy of course final exam with correct
answers included.

Departmental Meeting Minutes - policy issues, other data
relating to operation of the office which is historical.

Faculty Publications, Reprints, Articles - includes all articles,
publications, and reprints (not published in journals) of
individual faculty members of the School of Architecture.

COLLEGE PARK
T DEPARTMENT OF GENERAL SERVICES Schedule No.: 1830
RECORDS MANAGEMENT DIVISION
Page 2 of 3
RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)
Item No. Description Retention
3 Search Committee Files - refers to search committee School of Architecture to retain material as
materials for faculty, administrators, and associate staff. required in a departmental archives for 25
Consists of advertisements, final recommendation of the years, then destroy.
committee (includes copy of minutes of meeting if the
minutes contain final recommendation data), voting results,
top candidate resumes (top 10 or 5 only), and all
information on appointed candidate.
4 Payroll Records - Journals, One Pay Certitication Cards, W2 Retain for three (3) years and until all audit
forms, and Journal Vouchers. requirements are met, then destroy. Office of
Record is Payroll Services.
5 Purchasing Records - Internal account records (copies of Retain for five (5) years (or until end of project

if project is longer than five years) and until afl
audit requirements are met, then destroy.
Office of Record for HM and LM Small
Procurement Orders is the School of
Architecture. Office of Record for remaining
material is Procurement and Supply.

Retain for three (3) years and until all audit
requirements are met, then destroy. Office of
Record is Comptroller or Budget and Fiscal
Analysis.

School of Architecture to retain for two (2)
years beyond termination of faculty member,
then discard.

School of Architecture to retain for 25 years,
then destroy.

School of Architecture to retain for 5 years,
then send to University Archives in McKeldin
Library for permanent retention.

School of Architecture to retain copy (ies) of
articles, publications, and reprints for 25 years
beyond termination of faculty member, then
destroy. [f after 25 years the document is still
being requested by the general public, retain
document for an additional 25 years or until
superseded by a more up-to-date document,
then destroy.

DGS 550-1A (Rev. 10/92)
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graduate students.

‘ If UMCP Archives are not available, material
having permanent retention will be transferred to
the Maryland State Archives in Annapolis. If
departmental archives are not available, material
having limited retention (i.e. 25 years) will be
transferred to the State Records Center in
Jessup.

DEPARTMENT OF GENERAL SERVICES Schedule No.: 1830
RECORDS MANAGEMENT DIVISION
Page 3 of 3
RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)
Item No. Description Retention
11 Graded Coursework of Undergraduate and Graduate Students: | Professors to retain final examinations for one
graded materials not returned to undergraduate and graduate full semester after the course has ended
students. (excluding summer terms), then destroy.
Professors to retain other materials for 30
working days (6 weeks) after the first day of
instruction of the next semester (excluding
summer terms), then destroy.
12 Counseling and academic advising files for undergraduate or School of Architecture to retain academic

advising and counseling files for seven (7)
years after student graduates, then destroy.

*Until audit requirements are met
means 3 years for state-related
documents, 3 years for non-
monetary federal-related
documents, 3 years for monetary
federal-related documents under
$25,000, and 6 years, 3 months for
monetary federal-related
documents over $25,000.

DGS 550-1A (Rev. 10/92)
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[NSTRLCTIONS: TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
CORDS RETENTION SCHEDULE
RMGT - 201 (7/92)

UNTVERSITY OF MARYLAND

COLLEGE PARX

AGENCY RECORDS INVENTORY

11

PAGE L oF

1. AGENCY

niversity of

2. DIVISION

Marylan¢  College PaIk | si.ademic Affairs

3. UNTT

School of Architecture

A GROUP OF RELATED RECORDS NORMALLY FILED AND USZD AS A UNT‘ FOR REFERINCE

DEFINITION - RECORD SERIES: 5 wer: a5 RETENTION AND DISPOSTTION PURPOSES

4, RECORD SERIES TITLE

General Files

5. EAR.LI:ST YEAR/LATEST YEAR

1969 1o 1996

Memos,

. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THZ TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

DN THE SERIZS. INCLUDE TriE PURPOSE OR FUNCTION OF THE SERIZS.)

letters of general and specific nature, statistical reports and accreditation
reports, minutes of meetings, special project files, and student related correspondence.

B [=TTER SIZE
D LFGAL SIZE

7. RECORD SERIES FORMAT(S)

0 BOUND BOOK
3 AUDIO TAPE
0 OTHER(SPECIFY)

B. RECORD SERIES SEQUENCE

O MiICcrOFIM X AIPHABETICAL

D F
COMPUTER TAPE 2 NUMERICAL

@]
FLOPPY DISK R CHRONOLOGICAL

O
VIDEO TAPE T GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
9 FILE DRAWERS) .
25 O MICROFILM(S)
NUMBER O COMPUTER TAPE(S)
O OTHER(SPECFY)

10. ANNUAL ACCUMULATION
8  FILE DRAWERS)
—L_— o Microrom ke
NUMBER EL(S)
O COMPUTER TAPE(S)
0O  OTHER(SPECTFY)

11. FILT IS USED
F DALY

12, FILE BECOMES INACTTVE AFTER
D wrzkiy O MONTHLY 25 D MONTHS(S) X YEARS(S)
NUMBER

13. CURRENT LOCATION(S) (BLDG.. FLOOR, ROOM)

Building 145, Room 1298

O vEsS ® NO

. IS RECORD SERIES DUPLICATED ELSEWFERE?
(T YES, SPECTTY AGENCY OR OFFICD)

@ vz

15. ACCZSS RESTRICTIONS
S, CITE LAW(S) & REGULATION(S)

O vEs 8 NO

& NONE

. AUDIT REQUIREMENTS

Q STATZ

O FEDERAL O INDEPENDENT

D vES

17. 15 AN INDEX SYSTEM USED? (FF VES, EXPLAIN
BREFLY AND DESCRISE ANY KARDWARE/SOFTYARD)
X NO

18. RECOMMENDED RETENTION

Screen annually to dispose of duplicates, and
material that has no archival value.
policy and accreditation material and all others
that have legal or administrative value.

Retain

15. NAME AND TITLE OF PREPARER | 20. TELSPHONE NUMBER 21 DATE
Nancv Lapanne. Assistant to Dean| (301)405-6310 6/27/96

RMCT
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INSTRUCTIONS: TYPE OR PRONT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
RMGT - 201 (7/92)

UNTVERSITY OF MARYLAND

COLLEGE PARK

AGENCY RECORDS INVENTORY

PAGE

2 11

OF

1. AGENCY

University of Maryland

2. DIVISION

Academic Affairs

3. UNTT

School of Architecture

DEFINITION - RECORD SERIES: s wErr oS RETENTION AND DISPOSITION PURPCSES

College Pazk

A GROUP OF RELATED RECORDS NORMALLY FILED AND

USED AS A UNTT FOR REFERENCE

4. RECORD SERIES TITLE

Human Resources Records

5. EARUEST YEAR/LATEST YEAR
1970 10 _1996

§. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Time sheets, Time keeping records, Search Committee files.

®

7. RECORD SERIES FORMAT(S)

B [ETTER SIZE

3 LEGAL SIZE

0 BOUND BOOK
QO AUDIO TAPE

Q MICROFIM

O COMPUTER TAPE
O rLopPY DISK

Q VIDEO.TAPE

8. RECORD SERIES SEQUENCE

B AILPHABETICAL
3 NUMERICAL
& CHRONOLOGICAL

9. VOLUME

3
NUMBER

0DO0o®

FILE DRAWER(S) .
MICROFIIM(S)
COMPUTER TAPE(S)
OTHER(SPECIFY)

Q
O OTHER(SPECIFY) - GEOGRAPHICAL 10. ANNUAL ACCUMULATION
Q SPE!

Q OTHER(SPECIFY) ! R  FILE DRAWER(S)
“NowBER. O MICROFILM REEL(S)
COMPUTER TAPE(S)

3 OTHER(SPECIFY)

i1. FILE IS USED 12. FILE BECOMES DNACTIVE AFTER
Q DALY 8 WEEKLY T MONTHLY 5 O MONTHS(G) X YEARS(S)

NUMBER

13. CURRENT LOCATION(S) (BLDG.. FLOOR, ROOM)

Building 145, Room 1200

3 YES & NO

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(F YES, SPECIFY AGENCY OR OFFICE)

15. ACCESS RESTRICTIONS

Q vEs

(F YES, CITE LAW(S) & REGULATION(S)

\

@ NO

O NONE

16. AUDIT REQUIREMENTS

& STATE

) FEDERAL

Q INDEPENDENT

@

17. 1S AN INDEX SYSTEM USED? (IF YES, ECPLAN
SRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

8 NO

J YES

18. RECOMMENDED RETENTION

Retain time keeping records for 5 years;
search files for 25 years.

19. NAME AND TTTLE OF PREPARER

Nancv Lapanne,

Assistant to Dean

20. TELEPHONE NUMBER

(301)405-6310

21. DATE

6/27/96




DNSTRUCTIONS: TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
‘f'm-! RECORDS RETENTION SCHEDULE
MGT - 201 (7/92)

UNTVERSITY OF MARYLAND

COLLEGE PARK

AGENCY RECORDS INVENTORY

PacE 3 _op 11

1. AGENCY
Universizy of Maryland

College Pazk

2. DIVISION

Academic Affairs

3. UNTY

School of Architecture

A GROLP OF RELATZD RECORDS NORMALLY FILED AND USED AS A UNTT FOR REFERENCE

DEFINTTION - RECORD SERIES: ¢ w1 a5 RETENTION AND DISPOSTTION PURPCSES

4. RECORD SERIES TITLE
Payroll Records

5. EARLIEST YEAR/LATEST YEAR
197010 1996

é. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/TORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THZ SERIES.)

Payroll jourmnals, one pay and cert cards, W2 forms, journal vouchers.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE $. VOLUME
. ® FILE DRAWER(S) .
B [TTTER SIZE 0 MicrOFIM 8 ALPHABETICAL 2 Q MICROFIIM(S)
T [TGAL SIZE Q COMPUTER TAPE O NUMERICAL NUMBER @ COMPUTER TAPE(S)
: O OTHER(SPECTFY)
BOUND BOOK O FLOPPY DISK B CHRONOLOGICAL
O AUDIO TAPE QO viDEO TAPE
= |
* 9 OTHER(SPE GEOGRAPHICAL 10. ANNUAL ACCUMULATION
OTFER(SPECIFY) O OTHER(SPECIFY) O FIf DRAWERGS)
-———l-—-—
UusER O MICROFIM REEL(S)
O COMPUTER TAPE(S)
® OTHER(SPECTFY)
large file
1}, FILE IS USED 12. FILT BECOMES INACTTVE AFTER
O palLy 8 wrzx1y O MONTHLY 3 O MONTES(S) X YEARS(S)
NUMBER :

13. CURRENT LOCATION(S) (3LDG.. FLOOR ROOM)

Building 145, Room 1200

14. IS RECORD SERIES DUPLICATED ELSEWHEIRE?
(T YZS, SPECEY AGENCY OR OFFICD)

R v N .
= © Payroll Services

15. ACCESS RESTRICTIONS O YES ® NO
(T YZS, CITE LAW(S) & REGULATION(S)

O NONE

& STATZ

16. AUDIT REQUIREMENTS

& FEDERAL Q DNDEPENDENT

17. I5 AN INDEX SYSTEM USED? (T YES, DFLAIN
BRIZFLY AND DESCRIBE ANY HARDWARE/SQFTWARS)

$25,000.

18. RECOMMENDED RETZNTION

Retain for 3 years for state and 6 years,
3 months for federal-rela&éd documents over

Jvss 2 No
19. NAME AND TITLE OF PREPARER

Nancv lapanne, Assistant to Dean

20. TZLEPHONE NUMBER

(301)405-6310

21. DATE

6/27/96
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INSTRUCTIONS: TYPE OR PRINT A

SEPARATE FORM FOR EACH NEYW OR

REVISED RECORD SERIES. FORWARD

WTTH RECORDS RETENTION SCHEDULE
MGT - 201 (7/92)

UNTVERSITY OF MARYLAND

COLLEGE PARK

AGENCY RECORDS INVENTORY

PacE 4 _of 11

1. AGENCY 2. DIVISION

Universizy of Marzyland

College Paxk

Academic Affairs

3. UNTT

School of Architecture

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS 4 UNTT FOR RIFERENGE
DEFINITION - RECORD SERIES: g w1 o5 RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Purchasing Records

5. EARLIEST YEAR/LATEST YEAR
1980 10 _1996

6. RECORD SERIES DESCRIFTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/TORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES.)

Internal account records (copies of requisitions, invoices, packing slips).

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
® FILE DRAWER() .
8 [TTER SIZE O MICROFIM O ALPHABETICAL 5 8 MICROFH_M(S)D
O [TGAL SIZE O COMPUTER TAPE & NUMERICAL NUMBER COMPUTER TAPE(S)
; 0O OTHER(SPECEFY)
BOUND BOOK O FLOPPY DISK B CHRONOLOGICAL
O AUDIO TAPE Q VIDEO TAPE :
. srecry O CEOGRAPHICAL 10. ANNUAL ACCUMULATION
OTHER(SPEC
QO OTHER(SPECIFY) O FILE DRAWER(S)
——L-—] OvBiR. O MICROFILM REEL(S)
0 COMPUTER TAPE(S)
R OTHER(SPECTFY)
_file folders
11. FILE iS USED 12, FILZ BECOMES INACTIVE AFTER
8 DaLLY Q WEEKLY 3 MONTHLY 5 2 MONTHS(S) X YEARS(S)
NUMBZR

13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM)

Building 145, Room 1215

14. 1S RECORD SERIES DUPLICATEZD ELSEWHEIRE
(T YZS, SPECITY AGENCY OR OFFICE)

® YES QNO Procurement and Supply

15. ACCZSS RESTRICTIONS QO YES & No
(FF Y=S, CITE LAW(S) & REGULATION(S)

16. AUDIT REQUIREMENTS

Q NONE STATZ Q FEDERAL Q INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (IF YES, EXPLAIN
BREFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)
% vEs 2 No

‘ileMaker Pro on MacIntosh. Backed up on
ape bi-weekly. Archived on floppy disk.

18. RECOMMENDED RETZNTION

Retain for 5 years except where records are
required for ongoing project exceeding 5 years.

19. NAMEZ AND TITLE OF PREPARER

Nancv Lavanne, Assistant to Dean

20. TELEPHONE NUMBER

(301)405-6310

21. DATE

6/27/96

e mAL A mas




INTRLCTIONS: TY?E OR PRONT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WTTH RECORDS RETENTION SCHEDULE
RMGT - 201 (7/92)

UNTVERSTTY OF MARYLAND

COLLEGE PARK

AGENCY RECORDS INVENTORY

PacE 3 _of _11

1. AGENCY
Oniversity of Marylanc

College Pazk

2. DIVISION

Academic Affairs

3. UNTT

School of Architecture

DEFINTTION - RECORD SERIES:

A GROU? OF RELATZD RECORDS NORMALLY FILZD AND USZD AS A UNTT FOR 1FRaNG

AS WELL AS RETENTION AND DISPOSITION PLRPCSZS

4. RECORD SERIES TITLE

Accounting Records

5. EARLIEST YEAR/LATEST YEAR
1980 1o 1996

. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE TFXE TYPES OF INFORMATION/DOCUMINTS/FTORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THZ SZRES.)

Honoraria payments, special payments, financial reports, budget items, revolving fund

requests.

7. RECORD SERIES FORMAT(S) 8. RAZCORD SERIES SEQUENCE $. VOLUME -
. A B FILE DRAWER(S) .
B LTTTER SIZE Q MICROFILM » - Q MICROFILM(S)
ALPHABETICAL S
Q LZGAL SIZE O COMPUTER TAPE NUMERICAL NUMBER O COMPUTER TAPEG)
; O OTHER(SPECTFY)

Q 30UND BOOK Q rFLOPPY DISK

Q
b=
3 CHRONOLOGICAL
aQ
a

T AUDIO TAPE O vIDEO TAPE - w
L GEOGRAPHICAL 10. ANNUAL ACCUMULATION
= OTHZRSPECIY) OTHER(SPECIFY) ) O FILE DRAWERCS)
Nov@ER. O MICROFILM REEL(S)
0 COMPUTER TAPE(S)
R OTHER(SPECTFY)
file folders
11. FILZ IS USED 12, FILZ BECOMES INACTTVE AFTER
Q pally 0 wIzxiy R MONTEHLY 3 2O MONTHSES) X YEARS(S)
NUMBER

13. CURRENT LOCATION(S) (BLDG., FLOOR ROOM)

Building 145, Room 1215

B vES

14. IS RECORD SERIES DLUPLICATEZD ELSEWHIRED
(T YES, SPECTFY AGEINCY OR OFFICD)

O ~o Comptroller or Budget & Fiscal
Analvsis

15. ACCESS RESTRICTIONS  Q YES 8 NO
(FF YTS, CITE LAW(S) & REGULATION(S)

Q NONE

B STATzZ

16. AUDIT REQUIREMENTS

O FEDERAL

Q DINDEPENDENT

17. IS AN INDEX SYSTEM USED? (FF YTS, BCLAN

BREFLY AND DESCRIBE ANY HARDWARE/SOFTWARD)

8 Yrs 2 NO

FileMaker Pro

18. RECOMMENDED RETZNTION
Retain for 3 years and until all audit
requirements are met.

19. NAME AND TITLE OF PREPARER

Assistant to Dean

20. TELEPHONE NUMBER

(301)405-6310

21. DATE

6/27/96

Nancv Lapanne,
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—
NSTRUCTIONS: TYPE OR PRINT A
SZPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FORWARD

i RECORDS RETENTION SCHEDULE
RMGT - 201 (7/92)

UCNTVIRSITY OF MARYLAND

COUEGE PARX

AGENCY RECORDS INVENTORY

11

PaGE 6 of

1.-AG INCY

University of Marylanc College Pazk

2. DIVISION

Academic Affairs

5. UNTT

School of Architecture

A GROL? OF

. . RELATED RECORDS NORMALLY FILZD AND USZD AS A UNTT FOR Arrmeie
DEFINTTION - RECORD SERIES: 5 wmir A5 RETENTION AND DISPOSTTION PURPCSES ==e

4. RECORD SERIES TITLE
Faculty Evaluations

5. EARLIEST YEAR/LATEST YZAR
1970 yo _1996

§. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FCRMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THZ SERIES.)

Student evaluations of faculty members.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE $. VOLUME a
FILE DRAWER(S) .
B [=TTER SIZE Q MICROFILM : R ALPHABETICAL 10 Q  MICROFILM(S)
LEGAL SIZE Q COMPUTER TAPE B NUMERICAL NUMBER J COMPUTER TAPE(S)
R OTHER(SPECEY)
O souvp BoOKk O FLOPPY DISK B CHRONOLOGICAL Boxes
Q AUDIO TAPE Q VIDEO TAPE 0 ce
o GEOGRAPHICAL 10. ANNUAL ACCUMULATION . ;
OTHER(SPECIFY) Q OTHER(SPECIFY) O FILE DRAWERCS)
1
NUMBER  J  MICROFILM REZL(S)
2 COMPUTER TAPE(S)
8 OTHER(SPECTY)
File Box
11, FTLE iS USED 12, FILZ BECOMES INACTT-T AFTER
Q pally 3 WEEKLY R MONTHLY 2 2 MONTHS(S) X YEARS(S) after

NUMBER

terminatrion

13. CURRENT LOCATION(S) (BLDG., FLOOR, RCOM)

Building 145, Rooms 0202 and 1298

Qvss 0 NO

14. IS RECORD SERIES DUPLICATED EILSEWHERD
(7 Y=, SPECITY AGINCY OR OFFICE)

15. ACCESS RESTRICTIONS @& YES 0 vNo
(T YES, CITE LAY(S) & REGULATION(S)

submitted.

Faculty member can't see until grades are

2 NONE

16. AUDIT REQUIREMENTS

Q STATZE

Q FEDERAL Q ONDEPENDENT

17. IS AN INDEX SYSTEM USED? (TF YES, ECLAN
3RIZFLY AND DESCRIBE ANY HARDWARE/SQFTWARD)

JyEs 2 NO

member.

18. RECOMMENDED RETENTION

Retain for 2 years beyond termination of faculty

19. NAME AND TITLE OF PREPARER

Nancv Lapanne, Assistant to Dean

20. TELEPHONEZ NUMBER

(301)405-6310

11, DATE

6/27/96




NTRUCTIQONS: TY(PE OR PRONT A AGEN
SEPARATE FORM FOR EACH NEW CR UNTVIRSITY OF MARYLAND ~NCY RECO RDS INVENTORY

RAEVISED RECORD SERIES. FORWARD

. COUEGE PARK
WITH RECORDS RETENTION SCHEDULE LEGE pace 1 o 11
RMGT - 201 (7/92)
I AGENCY 2. DIVISION 3. GNIT
University of Maryland  College 2aiXK | p.ademic Affairs School of Architecture

i ] _ A GROUP OF RELATID RECORDS NORMALLY FILED AND USED AS A UNTT FOR RErErance
DEFINITION - RECORD SZRIES: 5 we1 oS RZTENTION AND DISPOSITION PLRPCSTS

4. RECORD SERIES TITLE .| 5- EARLIEST YEAR/LATEST YZaR
1970 1o _1996

Course Final Exams .

é. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/TORMS FOUND
[N THE SER[ES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERES.)

Course final exams with correct answers.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE : 5. VOLUME
FILE DRAWER(S) .
B [ETTER SIZE Q MICROFILM 8 ALPHABETICAL 4 Q  MICROFILM(S)
‘ Q L2GAL SIZE Q COMPUTER TAPE O NUMERICAL VUMBER 3 COMPUTER TAPE(S)
o Q0  OTHER(SPECEY)
3 BOUND BOOK & FLOPPY DISK R CHRONOLOGICAL
Q AUDIO TAPE Q VIDEO TAPE O GEOGRAPHICAL "

10. ANNUAL ACCUMULATION
QO OTHER(SPECIFY) : Q OTHER(SPECIFY) 2 FILE DRAWERCS)
Q  MICROFIM REZL(S)
Q  COMPUTER TAPE(S)
0  OTHER(SPECEFY)

NUMBER

11, FILE IS USED 12. FILZ BECOMES INACTTVZ AFTER

O DAILY 0 weEEQLY B MONTHLY 25 3 MONTHS(S) X YEARS(S)
NUMBER

14. [S RECORD SERIES DUPLICATED ELSEWHERE?

13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM)
(I YZS, SPECIEY ACINCY OR OFFICE)

Building 145, Room 1298 - Q ves & No
15. ACCESS RESTRICTIONS O YES B ~No 16. AUDIT REQUIREMENTS

(F YES, CITE LAW(S) & REGULATION(S)
@ NONE Q STATZ QO FEDERAL C INDEPENDENT

17. IS AN [NDEX SYSTEM USED? (TF YES, ECLAN 18. RECOMMENDED RETENTION
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)
3 YES A NO Destroy after 25 years.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21, DATE

Nancy Lapanne, Assistant to Dean] (301)405-6310 A 6/27/96




SI3ARATE FORM FOR ZACH NEW OR UNTVERSITY OF MARYIAND

NETRI NS. TY?E OR PRONT A AGENCY RECORDS INVENTORY

]

REVISED RECORD SERIES. FORWARD

R z COUECE PARK

CTT= RECORDS RETINTION SCHEDULE c PAGE 8 o 11
RMGT - 201 (7/92)

1. AGENCY 2. DIVISION 3 T

Univessizy of Maryland College P2IX | academic Affairs School of Architecture

, A GROUP OF RELATED RECORDS NORMALLY FILID AND USZD AS A UNTT FOR RFTRENGE
DEFINTTION - RECORD SERIES: 45wt s RETINTION AND DISPCSITION PLRPOSES '

5. EARUEST YEAR/TATEST YEAR

4, RTCORD SEREES TITLE
Departmental Meeting Minutes 1370 o0 1996

4. CORD SERES DESCRIPTION (BRIEFLY DESCRIBE TrE TYPEIS OF INFORMATION/DOCUMEINTS/FORMS FOUND
IN THE SERIZS. INCLUDE THE PURPOSE OR FUNCTION OF THZ SZRES)

Minutes of monthly faculty meetings and other committee meetings im which policy issues are

addressed.
7. RICORD SERIES FORMAT(S) 8. RECORD SERITS STQUENCE $. VOLUME
; i B FILS DRAWER(S) .
B =TTIR SIZE Q MICROFILM ' B ALPHABETICAL . O MICROFILMCS)
3 [2GAL SIZE O COMPUTER TAPE O NUMERICAL NUMBER 2 COMPUTER TAPE(S)
- a . o 0  OTHER(SPECEHY}
2 30UND 8OOK FLOPPY DISK B CHRONOLOGICAL
3 AUDIO TAPE Q VIDEO TAPE 0 cs o1l -
A Amicorcos - CIOCRAZHICAL 10. ANNUAL ACCUMULATION
0 OTHIR(SPECIFY) O OTHERGPECTY) O FILE DRAWERGS)
-1 -
vszz O MICROFIM REZL()
T COMPLTER TAPE(S)
A OTHER(SPECFY)
file
1j. IS IS USED 12, FiLE SECOMES INACTTVE AFTER
3 DALY Q wEzxay B MONTHLY 5 T MONTHES(S) T YEA25(S)
NUMBER

14. S RECORD SERIZS DUPUCATED ELSEWHERD

13. CURRENT LOCATION(S) (BLDG.. FLOOR ROOM)
(T V=S, SPECTY AGINCY QR OFFICD)

Building 145, Room 1298 3 vzs % No
15, ACCESS RESTRICTIONS O YES @ ~No 16. AUDIT REQUIREMENTS

(F YZ5, CITE LAW(S) & REGULATION(S)
R NONE 0 sTaT:Z Q FZDERAL 0 INDEPENDENT

7. 1S AN T =g T
17. 1S AN INDEX SYSTEM USED? (¥ YSS. DCLAN 18, RECOMMENDED RETENTION
BREFLY AND DESCRIBE ANY HARDWARY/SOFTWARE)
vz B No . ‘ ) i
’ Retain for 5 years, then send to University
, Archives.
19. NAMI AND TTTLE OF PREPARER 20, TELEPHONE NUMBER 11 DATE

Nancy Lapanne, Assi
e, apanne, sistant to Dean (301)405-5310 5/27/96




INCTIUCTIONS: TYPE OR PRINT A
SIPARATE FORM FOR EACH NEW OR
RE/1SED RECORD SERIES. FORWARD

7= RECORDS RETENTION SCHEDULE
RMGT - 201 (7/92)

UNTVIRSITY OF MARYLAND

COLLEGE PARK

sy

AGENCY RECORDS INVENTORY

PAGE 9 of 11

1. AGEINCY
Jnivezsity of Maryland

College Paczk

2. DIVISION

Academic Affairs

3. UNTT

School of Architecture

DEFINITION - RECORD SERIES: ¢ wm 1 A5 RETENTION AND DISPOSTIION PLRPCSES

A GROUP OF RELATED RECORDS NORMALLY FILZD AND USED AS A UNIT FOR RIFERENCT

4. RECORD SERIES TITLE

Faculty Member Publications

5. EARLIEST YEAR/ATEST YEAR
1970 10 _1996

4 RECORD SERIES DESCRIPTION (BRIEFLY DESCREE TEE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SERIZS.)

IN THE SERIZS.

Articles, publications of individual faculty members in the department, other than

those published in journals.

¢

7. RECORD SERIES FORMATKS) §. RECORD SERIES SEQUENCE 9. VOLUME
0 FILE DRAWER(S) .
B [=TTER SIE O MicrOFRM ® ALPHABETICAL ) Q  MICROFILM(S)
D LEGAL SIZE Q COMPUTER TAPE O NUMERICAL NUMBER 3 COMPUTER TAPE(S)
a ) o £ OTHER(SPECEFY)
# 30UND BOOK FLOPPY DISK 0 CHRONOLOGICAL Display Cases
D AUDIO TAPE Q VIDEO TAPE N
. spec U GEOGRAPHICAL 10. ANNUAL ACCUMULATION
OTHER(SPECIFY) core
O OTHER(SPECIFY) . 8 FILE DRAWERG)
NvEER O  MICROFILM REZL(S)
COMPUTER TAPE(S)
B OTHEER(SPECTY)
book or article
11, L3 IS USED |2, 711 3ECOMES NaClTTVT AFTER
Q DallY O Wz lY B MONTHLY 25 2 VONTESGS) X YEARSES)
NUGMBER
13. CURRENT LOCATION(S) (BLDG.. FLOOR, ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHER®D
(I YZS. SPECTEY AGENCY OR OFFICD)
Building 145, Room 1298 Q vss B NO
15. ACCZSS RESTRICTIONS O YES & NO 16. AUDIT REQUIREMENTS
(T YES, CITE LAY(S) & REGULATION(S)
8 NONE Q STATEZ O FEDERAL Q INDEPENDENT

17. IS AN INDEX SYSTEM USED? (FF YES, DCPLAN
BRZETLY AND DESCRIBE ANY HARDWARE/SOFTWARD)

Jvzs R/ NO

18. RECOMMENDED RITZNTION

Retain for 25 years beyond termination of
faculty member.

19. NAME AND TITLE OF PREPARER

Nancv Lapanne, Assistant to Dean

20. TELEPHONE NUMBER

(301)405-6310

. 21. DATE

6/27/96

LT Rt T DR P PN




a
INSTRUCTIONS: TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

EVISED RECORD SERIES. FORWARD

UNTVERSITY OF MARYLAND

AGENCY RECORDS INVENTORY

—

COUEGE PARK

10 11

WTTH RECORDS RETENTION SCHEDULE PAGE or
l&‘40? . 201 (7/%92)
1. AGENCY 2. DIVISION 3.UNTT  School of
Srivessizy of Mazyland Collage Park Academic Affairs Architecture
_ ] A GROL? OF RELATID TECORDS NOARMALLY T{LID AND USZD AS A UNTT EOR RATFERENCT
DEFINITION - RECORD SERES: | swm: 45 R5TENTION AND DISPCSTTION PURPOSTS

4. RECCRD SERIES TITLE
Graded Coursework for students

5. ZARUEST YZAR/LATEST YZAR

1995 to __1996

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THZI TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. DNCLUDE THE PURPOSZ OR FUNCTION OF THE SZRIZS)

Graded coursework not returned to student (undergraduate and graduate) such as final

exams and final desi

gn projects.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE $. VOLUME
FILE DRAWER(S) .
R LETTER SIZE g MICROFIM 2 ALPHABETICAL 2 ?;(Z(:LF—E—‘:(E) s
Q =CALSIZE J COMPUTER TAPE B NUMER! NUMBER TER TAPE
a ) NUMERICAL 0 OTEERGPECEV)
0 30UND BOOK FLOPPY DISK A CHRONOLOGICAL chelvine
Q AUDIO TarPE Q vIDEO TAPE 1 ek Sttt st
N 4 4 CEOGRAPHICAL 19. ANNUAL ACCUMULATION
OTHER(SPECIFY) drawings an E F
g 0 OTHER(SPECIFY) & FILE DRAWER(S)
models Q  MICROFIM RESE
NUMBER MICROFILM REZLE)
T COMPUTER TAPE(S)
Q OTHER(SPECTY)
shelving
11. FILE IS USED 12, FilZ 3ICOMES NACTTVE AFTER
Q DALY & wEz QY 30 MONTELY 18 2 vONTHSG) O YEars(s) weeks
NUM2ER
13. CURRENT LOCATION(S) (3LDG., FLOOR. RCOM) 14, 1S RECORD SIRIES DUPLICATED ELSEWHERE?

145,

individual faculty offices

(o5

3 vss B NO

T PLCITY AGEINCY OR OFFICE)

15. ACCESS RESTRICTIONS O YES & vo
(FF V=S, CITE LAW(S) & REGULATION(S)

CALDR REQUIREMENTS

XJ NONE

3 STATE

3 FEDERAL O DNDEPENDENT

®

17. 1S AN INDEX SYSTEM USED? (F V=5, ECLAN
3REELY AND DESCRIBE ANY HARD WARE/SOFTWARD)

2 ves XNo

18. RECOMMENDED RETZNTION

Professors retain final
full semester after the
destroy. Professors
for six weeks after the
of the next semester (excluding summer terms)

examinations for one

course has ended, then
retain other materials
first day of instructiong

to

19. NAME AND TTTLE OF PRIPARER
Nancy Lapanne, Asst to Dean

0. TELEPHONE NUMBER
x56310

21, DATE

7/11/96

RMCT - 201 (7/52)




INSTRUCTIONS: TYPEOR PRINT A
SEPARATE FORM FOR EACH NTW OR
REVISED RECORD SERIES. FORWARD
WTTH RECORDS RETENTION SCHEDULE
RMGT - 201 (7/92)

UNTVIRASTTY OF MARYLAND

COUEGE PARK

AGENCY RECORDS INVENTORY

e

11 11

PAGE OF

1. AGENCY
University of Maryland

College Park

2. OIVISION
Academic Affairs

3. UNTT School of
Architecture

R ] - A GROUP OF RELATED RECORDS NORMALLY FTZED AND LSZD AS A UNTT FOR REFTRENCE
DEFINTTION - RECORD SERIES: g vrrr: 45 RETENTION AND DISPOSITION PURPOSES

4, RECCRD SERIES TITLE

Counseling and advising files for students

5. ZARLIEST YZAR/LATEST YFA:
’ 1980 " 1556

o~
L

4. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THZ TYPES CF INFORMATION/DOCUMENTS/TORMS FOUND
[N THE SZRIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Admissions, counseling and academic advising files for undergraduate and graduate

students.

7. RECORD SERIES FORMAT(S) 8.

B LETTER SIZE 2 MICROFIM

3 (EGAL SIZE
.J BOUND BOOK

0 AUDIO TAPE

3 COMPUTER TAPE
Q rFLOPPY DISK
Q VIDEO TAPE

J OTHER(SPECIFY)

RECORD SERIES SEQ(.;T:‘.\'CE

& arpHABETICAL
0 NUMERICAL

Q0 CHRONOLCGICAL
0 GEOGRAPHICAL
Q OTHER(SPECIF:

9. VOLUME
X FILE DRAWER(S) .
24 QO  MICROFILM(S)
NUMBER 2 COMPUTER TAPECS)
‘D OTHER(SPECEY)

10. ANNUAL ACCUMULATION

4 @ FILE DRAWER(S)
m{ d MICROFILM REEL(S)
O  COMPUTER TAPE(S)
O  OTHER(SPECEY)
11. FILE IS USED 12, FILE 3ECOMES INACTTVE AFTER
X DALY 0 WEEXLY 3 MONTHLY 7 2 vonTHSG) X YELRS(S)
NUM3ER

13. CURRENT LOCATION(S) (BLDG.. FLCOR, ROOM)
Building 145, Room 1298

3Jvzs

14. S RECORD SERIES DUPLICATED ELSEWHERSD
(i7 7R SPECITY AGINCY QR OFFICE)
X3 NO

15. ACCESS RESTRICTIONS  KYES a No
(IF YES, CITE LAW(S) & REGULATIONCS)

Student Privacy Rights

Xy NONE

16. ALTIT REQUIREMENTS

d STATZ

0 FEDERAL Q INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES, EXPLAIN
3RIETLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

3 ves R’ NO

Students are tracked through University

‘ysterns.

18. RECOMMENDED RETENTION

Retain files seven' years after student graduates
then destroy.

19. NAME AND TITLE OF PREPARER
Nancy Lapanne, Asst. to Dean

21, DATE
7/11/96

'

MGT - 201 (5/%2)




